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ABOUT THREE EXCITING JOBS 


Being secretary to Charlie McCarthy, Bing Crosby, and Jack Ben- 
ny is thrilling, but no “cinch,” you'll discover from this account 


By HELEN RAYMOND 


HE story about Marjorie Cantor proved 
to be of such interest to GrecG WRITER 
readers that the editors asked me to talk 
to several more Hollywood secretaries and 
find out how they got their jobs and what 
they have to do to keep their bosses happy. So 
I sought out Mary Hanrahan, Ruth Clarke 
and Harry Baldwin; and here are their stories 


MARY HANRAHAN is one girl who never 
gets tired or bored with her job. She is Ed- 
gar Bergen’s (and Charlie McCarthy's) “sec 
retary,” but that is rather a misnomer, as her 
duties cover everything from packing Charli 
in his suitcase ready for a trip—as near as 
NBC or as far as New York—to helping dec 
Bergen’s new home 

advice as to how one 


orate and furnish Mr 
Mary can’t give any 
would go about finding such an interesting job 
—she just happened into it a few years ago 
when she had a perfectly good position which 
she liked, with the Rockefeller 
Chicago. She had registered with the Musi 
Corporation of America and completely for 
gotten about it until they called her one day 
and told her to go to Mr. Bergen’s apartment 
for an interview. Mary wasn’t at all inter- 
ested in working for Mr. Bergen—she already 
had a job she liked and couldn't see any reason 
for giving it up to work for a then unknown 
ventriloquist. She was sold on the idea only 
after listening to a record of Charlie McCar- 
thy’s. She thought he was screamingly funny 
and that anyone who could write his materia! 
must be very clever indeed. She still thinks so, 
and is glad she decided to gamble with Bergen 
But let’s go back to the very beginning 


Foundation in 


MARY studied shorthand only because she 
thought she ought to. She was so anxious to 
finish the course and get it out of the way that 
she spent five hours a day at it, even though 
she was working at Marshall Field's at the 
same time. By concentrated study, and by 
putting in extra time at dictation practice, 


she managed in remarkably short order to 
work up speed enough to step into 
first day, the man she was working 
tated to her all morning—and very fast. She 


e finished she couldn't 


a job. The 
for dic 


told me that when 


read a word in her book, and she was about 
ready to quit before she was fired. But she 


dec ided to £0 


: 


to lunch first and rest awhile 


atterwards, and in the afternoon she was able 


to transcribe her notes r ly v So she 
kept that job nt mi tter ome 


along 


MARY uses bh rt very little now 


notes 


came 


except for her n purposes—to make 
while talking on There is 
always at least o1 fice to 


whom she gives who 


takes care I 
dictation Mr. Bergen 
program. This is d 
own voice and 


she wrote down w 


his addition, subtr: 
| " | } sat ! ; | ! 
and she said she put dov it sounded 
like to her and marked it (MUMBLING) 
Although her time n 


Mary does not have a snap 


t far iail and d t of the 


is more or less 
rh h 


There is always something 
done 
ranged, people called for d eT 
parties, scripts to be ma le ready for the 
cast; and, in addition to Mary herself 
takes care of all the patents and business con 
nected with the Charlie McCarthy novelties 
that are being sold 

She works seven days a week, and some 
times ten or hd t 


tweive hours each day, but she 
wouldn't trade her job for any other 


perso! al and 


this 


OR would Ruth Clarke, who has the en- 
viable task of doing the secretarial work 
for Bing Crosby and his brother, Larry. Ruth 
is a very young girl with curly 
brown hair and bright eyes, who is, | 


attractive 
rather 
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Fanchon and 
heard that 


omece was 


com 


criticisms 


Mary Hanrahan and her boss, Edgar Bergen 


examine some of the “scads” of 
McCarthy novelties 


pictures an 


rk are passed 


imagine, the pet th office She 
shares a blue arpete l mM with another girl, 


have a panoramic view of Beverly ant surroundir 


and they 
Hills and Los Angeles from their office win- people to w 


dows that would keep almost any person's nate in having bec 
eyes off her work and out the window. On 


one wall, Bing smiles down at them from an 


1:1 , 


excellent likeness by Henry Sabin, his whole 
personality pervading the room 

The only troubl h this set-up seems to 
be that Ruth ft to her own devices much 


of the time, si I olorful “boss” does 


not come to ver iten and he 


isn't the type requir cretary to b 
continually trotting | } 
rare occasions wi! 
right to work an 
the inimitable Cr 
unusual command 
familiar to every 
air—is all 
times to tl 
to make su has heard rig! 
omes acre odd phrase o1 
tes— ith the drama through 
luralumin domino,” instance. 
she has confirmed her suspicions as 
Bing said, thing 2 along smooth! 


she has no further trouble 


Rv TH has always been connected with 
some kind of theatrical work, having secured 
her first job—with Fanchon and Marco—by 
the simple process of writing letters to several Ruth Clarke, ardent Crosby “fan” 


places where she thought she would like to thoroughly delights i : 
work. Three years ago, while she was still » oy in being 





enables 
1 


all the 
Bing’s 


HE tor) of 
Harry Baldwin's 


7) Ti ‘ ) 
¢ ' 


ul t now reads 
like a by Horatio 
Alger. Harry is Jack 
nm ‘secretary,’ 
1 be- 
mes nearer 
an assistant 
hand man 
when he was 
f twelve, 
was ambitious, 
was at that 
age | . r ad } i y} 
New Jack Benny, and his secretary-stooge Baldwin 
ready to interrupt the radio 
program as usual 


secure 
Typewriter 
niteer 
ker 


ood 


nevertheiess 


a 
PHERE wa 
gradi +. f 


u 


i ’ 
1 
se LC 


arrive 


WITHIN 

York. | 
eat 

an ecastern exec 

Railroad in New 

afterwards, Har 

me a court repo! 

Although he had 1 
r some time, 


ave i cix 
breaking 


» New Y 
New Yor 
ong al ack to Havana 
oO meet any as a unit n 
Two months after He had studied Spanis 
reporting, he took a civil 


anager for Pararny 
while 
he started court 


was able to converse with the 








letters in that language When the Para 
mount company returned to New York, Har- 
ry stayed in Havana and found himself a 
job as secretary with a steamship line that 
ran from Havana to Honduras, working for 
a man who was blind He again used his 
Spanish and shorthand and typing, and had 
to read everything back most carefully to 
his empleyer, who, although he couldn’t see 
mistakes, seemed to have a knack of feeling 
them. 


HARRY returned to New York in time for 
his twenty-fifth birthday and signed a con- 
tract for a year to act as manager and pub- 
licity agent for a health institute in Morris- 
town, New Jersey. After a year of this, he 
decided to try his hand at being a public 
stenographer, and opened an office in the Hotel 
Algonquin in New York, with three girls 
working for him. This was successful—as 
had been his other business ventures—and in- 
teresting, too, as he did work for such well- 
known writers as Alexander Woollcott, Ben 
Hecht, Charles McArthur, and Christopher 
Morley As a matter of fact, Alexander 
Woollcott wanted Harry to go to Europe with 
him during the summer of 1928, but Harry 
declined in order to work with Walter Wan- 
ger—whom he had just met—and who was 
head of Paramount in the East. He was as- 
signed to the job of secretary to Monta Bell, 
then in charge of Paramount at Long 
Island, and, in this capacity, was able to learn 
how talkies were made [his experience, 
coupled with his interest and previous training 
in the theatre and movies, enabled Harry to 
become first, a second assistant director and 
then an assistant director in practically no 
time There he remained four—to him— 
long years, until April 1932, when the com- 
pany closed its office 


AFTER the Paramount venture, he was 
doing temporary work for some of the writers 
he had worked for previously when he had 
a call from a theatrical agent who asked if he 
would like to work with Jack Benny, at that 
time just starting his first radio program for 
Canada Dry. Harry went to see him at the 
Friars’ Club on a Saturday afternoon, had a 
short interview, and started work on Mon 
day. He was given no particular duties to 
perform, but he built up the job for himself, 
doing the very things which he still does for 
Jack. 

Harry is so greatly interested in his job 
that he doesn’t mind spending practically all 
of thirty-eight weeks of every year at it. No 
two days are alike and he says that it seems 
as though every time he turns around, it's 
Sunday again. However, while Jack Benny is 
off the air every summer, Harry also has a 





thirteen-weeks’ vacation, which he devotes al 
most entirely to travel, having visited Mexi 
Hawaii, Bermuda, Alaska, Canada, and practi- 
cally all of the United States 


SINCE he started working Jack Benny, 
Harry has had many other offers—so many, 
in fact, that he now has tw mntracts—one 
for his services as a secretary; the other for 
his services as an actor The latter came 
about after he made an appearance on the 
Chevrolet program three years ago and got 
a couple of laughs. Since then he has been 
a stooge for Jack Benny on the side. He is 
the fellow on the program who knocks on the 
door and says, “Mr. Benny—”; and the night 
I went to interview him, he was a college 
student looking for gold fish 

What makes Harry such a busy person is 
that he attends all the writers’ meetings and 
rehearsals for the show; prepares the script 
for mimeographing ; makes out the checks for 
the cast each week (which involves figuring 
unemployment, Social Security, and other 
taxes); makes the changes in all the scripts 
between the first show and rebroadcast; looks 
after the transportation for the entire com- 
pany when they travel; keeps an eye on two 
secretaries who handle fan mail and do other 
odd jobs at his house; and acts as captain of 
the American Federation of Radio Actors 
which entails keeping reports of exactly how 
much time each person on the program has 
spent at rehearsals and broadcasts 


In spite of all this, Harry finds time to have 
a house and a French Poodle; but one thing 
has escaped his attention: a wife. Harry 
thinks a wife requires more time than he has 
to devote to one, so he just hasn't gotten 
around to marriage. On his Mondays off, he 
tries to go to the beach for a swim, or go 
away for the day, but frequently his day off 
also has to be given over to promoting “Jell- 
8 og 

It has been said that a rolling stone gathers 
no moss, but Harry has disproved this theory 
time and again. He has not only had a varied 
life and a lot of fun, but has always made 
progress in the right direction as far as money 
was concerned 

I asked Harry what qualities he thought 
had contributed most to his success, and he 
told me he considered ambition, conscientious- 
ness, a real interest in one’s job, and self- 
confidence were most important. Also, Harry 
has never known fear or had any uncertainty 
as to his ability to find a job at any time and 
do it well. Although he has gone from one 
thing to another pretty consistently, it looks 
as though he were settled down for a while 
now in the midst of the glamour and excite- 
ment of Hollywood. 
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SALLY TIPS DOT OFF! 


A series of letters from an experienced stenographer to her young sister 
who is just starting on the job 


By HELEN WILKES 


August 21, 1939 

Dear Sis: 

So you landed a job as stenographer in the old home 
town! Congratulations. And you'd like some pointers from a 
veteran? Well, there's one thing I'd like to hammer into 
that pretty head of yours and that's the matter of accuracy. 
Honey, if you realize how important that is, you'll save 
yourself plenty of headaches. 


Just to show you how vitally important accuracy is, 
let me tell you what happened today. 


I've been as busy as a fly around a cake —- just had to 
be everywhere at once. So when the information girl on our 
floor offered to do any typewriting I had, I welcomed her 
assistance; fact is, I grabbed the offer like the proverbial 
drowning man does the last straw. She copied several of the 
less important letters for me, and, since I was so rushed, I 
asked her to copy four columns of figures on last week's 
gallonage. When she gave the work back, I asked if she had 
rechecked the figures, and she said, "Oh, yes." "Fine," I 
said to myself, "Another few minutes saved." 


However, when I started to post this week's figures, 
that intuition that helps one so much seemed to say —- better 
recheck — and I did. Imagine how angry I was when I found six 
mistakes, including the total figure, which she showed as 
being 1,694,900 whereas it actually was 169,490! Those were 
just figures to her, but it might have meant my job to me 
if His Nibs had discovered the error instead of me. Because 
she was so unreliable, I'm not letting her do my copy work 
any more. Fine chance she has of getting into stenographic 
work here! 


So remember, Sis, it you want to be the sort of steno 
that's reliable and worth her salt, practice accuracy, and 
don't say you've done a thing unless you actually have! 


Affectionately, 


Sally 















American Academy for Girls 
Scutari (Istanbul) Turkey 


The Door to Opportunity 


gate of this beautiful 
hundreds of 


HAT is what the 
Academy has proved to be to 
Turkish 
day filling 


many of whom are to- 
banks of 
earning good salaries 
It is a most attractive folder Miss 
Fletcher last year 


young girls, 
responsible positions in 
business offices and aré 
Katharine 


sent us cle scribing the 


school and its courses and picturing the lovely 
scenes across the Bosphorus to be viewed 
from its grounds. 

“Things with us have been going very 
well,” she wrote “Our registration has 


jumped from a total of 170 to 224, and over a 
hundred of these are boarders.” If there is 
a corresponding increase this Miss 
Fletcher’s shorthand students will be in the 
Century class in the 1939-40 O.G.A 


Season, 


Contest ! 


Call Them “Good Old Days”? 


OOR STENO OF and 
other office workers their 
jobs are hard in this day and age should 
have had to go to work when Miss Marie 
Reynolds started with the Chicago & Eastern 
Illinois Railway fifty years ago 
Miss Roberts, who was given a beautiful 
watch in recognition of her half-century of 
service, told enough about the “good old 


1881! 
who 


Stenos 
believe 
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NEWS in WOR 


lays t en ‘ 
chills for a week. Imagine nust have 
veel like Ww ie ere were pe Ss 
i l no Cal paper Vii \ every 
thing ver i ve iga ette 
ress copies, one at a tin ul the hours 
t took in a railroad Ince t \ t vouchers 
ut in longhand! 


Hotel Head Was Secretary 


Ms ELLSWORTH M. STATLER has 
L beer chairman of the if I lirectors 
‘ t hve } 


lotels Statler lor n (nat te 





years, having been electe t { t 
upon the death of her husba i 
the hotel chai: 
Her own entrance into the tel business | 
was by the secretarial route She began as 
a stenographer from a New Jersey town 
getting a job in New York, like thousands 4 
f other ambitious girls. Her first positior 
was as secretary to the editor of Life maga- 
zine, when it was a humorous publication 
She then becam« secretary to Mr Statler 
and served as his “trouble S t and deit 
assistant for eleven years She was known 
in the organization, it 18 Sa is the persoi 
who listened to everybody's les. al 
who took many of the bu 5 the hotel 
from the s ilders of the e! Shes 
another ste raphe who | made good! | 


Woman Attorney Traveled | 
Our Route 


YOUNG, vivid, and attractiy woman | 
attorney, Stella \ku ; Iding a | 


responsible position in the Department 
assistant to the 





very i 
f Tustice he ‘ ] 
or justice, ohe is a I 


Attorney 


specia 


General, handling efficiently the 





suits that come before the Claims Division, j 
her particular department in what she calls 
“the largest law office in the world.” 

This division has charge of suits both 
against and in behalf of the Government, aris- : 


ing out of contracts for building battleships, 
and 
plies, and 


military 





erecting buildings, carrying mails, the use 
infringement of patents, Army su 
all cases of claims by members of t! 


t 






service for allowance and increased pay. Quite 
a wide and diversified field. 
“I was secretary to an attorney in Savan- 






nah when I decided to study law at 
eventually try for the bar,” Miss 


night and 
Akin says. 
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=. t e t g sect is many 
\ t t : d idr ’ VW . ‘ 
, . - . 
sinale eeediing wh os @ cae, Theme oth ilts Stenographer 
ind a S \ reat {) mules ' 

WONG | ' | ’ ‘ \ fie, a 
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i= ; —s' i -_ , ‘ i va : fron ‘ r 77 
os } t words otf one ot , . P P . . 
I = t ; | | j , . : ; was 
= 75 ; ; | -z the students. ce " ‘ ' 
= — CS | | ai , recessed tor t t t! ope at the 
at scribes the class. Pe he tn cones 
Ss *<= ; ; : } ete ora eT ‘ r t wie \ al 
ee — ; ; — al races M I ' 
— <=" aT | | A | . ] | } ( tw te y 
2S SS SS Watt instituted po ohers on t b! 
= + } ; ; , > ‘ ip 
= = = ; ; } } = ” i at her schox in 
tie ' 
= af = Buffalo last 
} 
i i September to | ” @ Genre | 
She Carried On 
; i } idd zest to the 
; j 
’ ; | . ' : nl , 
' ; classwork YI ‘ R TARY V AK} S (00) | Poy] | 
i ; : ~ . . 
. i The chart is ‘ rics When Representative Julius Kahn 
. | , ] | 
; | | white with a died, many wondered what would happen t 
° | ‘ . 
: : i ue border, blue s ur é plar is u shed work Ni 
— andre letter ther Republican in all California seemed 
; i vz arn gO! tre t tak S pla € | ere vas a gap 
: i wings ' he filled It was his unassuming wife, 
f > a = i The aces, as Mrs. Florence Kahn, w had been his close, 
| SHORT HAND ACES (BLUE PLANES you can see here, sympathet secretary up through the years, 
TYPING HIGH PLYERS (RED PLANES ' ~~ ‘ ‘ 
FLIGHT COMMANDER are represented \ juietly OK Ove! e giant-sized job 


yy blue and red She made good a and succeeded herself 
Flight Bulletin planes this repert from a western paper reminds us. 
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SHORTHAND ANYONE CAN READ 


Such notes, too, remember, are the easiest and quickest to tran- 
scribe, and a stenographer is valued by her day’s production 


By JOHN ROBERT GREGG 


OU are just starting out, most of you 
who read these pages, on the study of a 
fascinating “short” way to write the 
abc’s you learned to make in _ longhand 
eight or ten years ago. It is a method in 
perfect keeping with the fast-moving stream 
lined trend of today, though it has stood the 
test of fifty years’ use. It has spread to all 
parts of the globe, and is written in some four 
teen other tongues as well as in English 
Many an employer boasts that he still writes 
shorthand anyone can read. And he points 
to a stack of letters his secretary has just 
transcribed from his notes. (It is not only at 
our own headquarters that interofhce memos 
are made in shorthand)! And just yesterday 
a letter came from the Coast, telling how two 
stenographers get out their monthly reports 
in record time by exchanging notebooks, one 
transcribing the other's ‘‘take”’ while the dicta 


tron continues 


IT should be th proud aim of each of us 
to develop a shorthand style that anyone can 
read—that we can transcribe casi/y ourselves 
You can, if you observe the part played by 
size, slant, and proportion in distinguishing 
the various characters 

It is easy to read the following pairs of 
words if the a (large) and e (small) circles 


are clearly distinguished 


, 
> 
{(~ _— 4 + « #4 4 O 
45 oc c “a 
é 
<a - 
r 
rad 4 ¢ ¥ 5 
> 
, 5 £ ra 
F 
- 2 
ad ‘a 
‘ “ 
“ 3 c < | < - 


vat, writ; raid, rid; hit, hat; add, Ed; knit, gnat; 


met, mat; mid, mad; tea, day; rear, rare; kick, cake; 


og, gag; rill, rail; ticked, tacked; rim, ram; get, gate; 


lemb, lamb 


Lengths of strokes are jually important 
The first three units introduce the forward 
strokes and you can note the difference in 
length of &, g (ga , t, d, ted-ded; » 
m, men-mem in the very fit chapter of the 
Manual—short, longer. much longer When 
the proper proportions ar maintained, you 
can recognize the strokes readily 


2 
7 oe = . = 
SS C _# _2 

«2 oO 3 a 

OO 'B) cf” _ _ A 

a « 2 


tea, day, today knee me, many neign nay), may 
wren, rim, remain; net, met, minute; ate, add, added 
vat, rasd, raided (rated); Lynn, limb, lemon 


ONE of the first things you learn is that 
shorthand is written by sound No silent 
letters are needed to make forms legible 
Whether a word ends in e/, le, or al makes 
no difference in the shorthand outline. If the 


only sound heard is /, then / alone idded t 
omplete the outline 
—c c oO ¢ 
~ 
- A 
, il > 
i" 4 
~ >* ca 
> ) _ c & 
g go 
ts 
c y i 
e ~ 
a : 
es ™ ‘ 
~ 
o 4 of 


need, needle; met, metal; tat, tattle; rid, riddle; add, 
addie; rat, rattle; tack, tackle; deck, deckle; cackle, 
giggle, griddle, kettie, middle, ladle, cradle 
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NOW, observe how deftly the curves may 
be blended into one another to avoid any 


stop if me ircle occurs at the joming To 
distinguish definitely between them, reverse 
(opposite) curves of the same length—kr and 


i—join very smoothly, but the reverse 
curves of different length join with a decided 
“hump.” The straight strokes blend into one 
another easily—ttd (ted-ded) and nt+m (men 


mie et 
> > 
= 2 - 
. 
a 
fad 
crate, cream lean laam:; grim, gleam, today, mint- 
rim 


Have you noticed that the ted-blend is used 


for the past tense of verbs that end in ¢ or d? 
It is quicker to extend the end stroke in such 


words (treated, or needed, for éxample) 
than it would be to use the disjoined-tick 
that is added to represent the past tense where 
a joined ¢ or d would make an awkward out- 
line. You will find the disjoined-t used with 
the forms ending in the stroke r (glared) and 
after most Brief Forms (wtilled, marketed) 
and abbreviated words related, traded). 

A little exercise in past tenses is always 


Peal 
helpful : 


ylare, glared; will, willed; market, marketed; added 
needed related, traded, remained, reared, caked, 


kicked, gagged 


BETWEEN reverse curves, notice carefully 
how the circle is turned on the back of the 
first curve, retracing a part of the curve so 
that the circle fits up snugly with no “air” 
between. A sloppy joining in such an out- 
line makes the word rag look like rkag 
You cannot mistake the outlines when they 
are properly written 


- - ace 
ight ~ 3 


wwitng c— 


‘ wnt 4 ” rs ’ . 
2 -_ © . < ; 
rag, lag, lack wreck, rig, rack, gear, kil eak 

a . . 

HERE is a distinction in the downward 
blends br and bi, pr and pil in direction as 
well as in size Notice that the first move- 
ment in the combination br and is down, 


while in pr and pi it is to the left and then 


down Also, that in blending fr, fil, ur, vl 
there is no angle formed You will enjoy 
rounding these corners at full speed when 


you come to writing then 


t «. ( ¢ 

vr, br; & bl; Pv, Pr; Pf 
) , ) , 

< ( 
) 
) } 
4 4 
, ¢. fe: f f- wr ew d 


Again, observe particularly the direction of 


these downward-stroke blends 


braid, blade, prayed, played, frayed, flayed 


r , 
I HE relative lengths of s. 6. and bh, and of the 


comma-s, f, and v must be carefully observed 


The difference between s and + 1s indicated 
hed from s by a small 


by slant; zs is distingui 
accent” mark struck utsade the s- 
curve. When s has t soul f c, it is not 


marked, of course. See raise, raze in the list 


of contrasted words on the nex 


miss, mix; gas, gase; days, dase; seal, zeal 








vaise, vaze; Reese, Res ces, fix: mass. ma grass, 


graze giass, giaze 


In learning the hook one seldom en 
difficulty torms 


student 


counters any except with the 


where _ the 


an a-circl 


containing the broad-a 


sometimes expects before 


clearly in mind that shorthand 1s 
s und 


[his exercise in contrasts 


Hale, Hall; tale, tall; bale, ball; dale, doll; pal, Paul 
male, mani cat aught lf, cough; braid, broad 


. 
EACH month up to January, we plan to 


touch briefly on points covered in three chap 


ters of the Manual and give you a few drills 
on that quarter of the textbook The Brief 
Forms in the drill following are not repeated 
here in their original form The first group 
adds s to those forms that have plurals or 


otherwise take an s ending. The second group 


includes the past tense forms of the Brief 


Form verbs. Note that in a few of these verb 


forms (those marked with an asterisk) the 
outline ends in the last sound of the word 
For that reason it is safe to join the ¢ or d 
because it does not destroy the distinctive 
form of the word. For example, the outline 
for work is rk; worked is rkt (joined) 
4 
‘ ¥ — _ 
al a 
4 
” ~ r 
y * » Fa 
“ c ) ( 
q ¢ ¥ P é ‘ s he 4 r a 
) 
> j f Ga te ~~ 
J j ; 
f 
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a 7 f c ) 
. c c [T= 9 
—7 
( 
Cc oT 7 £ . — 
a rh, f dt Pe « 7 = ¢ 


y L 
/ . » ¥ 
Cr < “a a - < c 
yr j ‘ 
) s > . 
c s 
"a a ae —_ > a 
‘ 
( 
) 4 
i, ¢ 4 - r 
( ‘ , c 
, 4 
wills, hours, goods, end market desire date 
thers, trutns, times, comes itRes mniries puts 
sires, hanges ships, peoples forms bounds, buss 
NESSES, uses things, systems publishes favors 
works parts matters, woman's mornings letters, 
resents, beg gives, names erwork undergoes 
incomes, handles. wants wders 707 forgives, be 
gins, informs loctors, believes purt es receives, 
calls, situations, merses, generals, states, lowes, col- 


lects, capitals, regards, keeps, becomes, yesterday's, 


children's, prepares, subjects, opinions, workers, sends, 
igrees, asks, offices, officials, future speaks, weeks, 
fioors mpiaints, committees, represent values, @em- 
pi 5 expresses 
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willed, ended, marketed, desired, dated, timed, liked 
changed, shipped, formed, bounded, caused, thanked 
published, favored, worked, parted, mattered, pre 
sented, begged, stilled, named, informed, overworked, 
wanted, ordered, doctored, receiwed, called, stated, 
loved, collected, regarded, booked, prepared, subjected, 


agreed, asked, complained, represented, valued, em 


ployed, expressed 

trief Form drills are invaluable, for these 
common words must be learned so well that 
they will cause you absolutely no_hesita- 
tion. We leave you this month with these 


very helpful reading exercises. There will be 


others next month. 
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CAN I LEARN TO BE A WRITER? 


An attempt to answer a repeated question, with results that will 
prove helpful in many a “theme” course and business letter 


By STEPHEN LEACOCK 
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f the schoolroom has led him unconsciously 
to think of writing as something elevated 
above ordinary speaking, like company man 
ners. This knocks out at once the peculiar 
quality of “sincerity” which is the very soul 
of literature. “Sincerity s the nearest word 
for what is meant. It implies not exactly hon- 
esty but a direct relation, a sort of inevitable 
relation. between the words used and the 
things narrated his e peculiar quality 
of many of the great writers who wrote with 
ut trying to write Caesar wrote like this 
and John Bunyan, and more than all as an 
example is tl matchl simple Greek of the 
New Testament as put before us | King 
James's tr lat hey were all with 
one acco n one | ind suddenly 
there can i i ! mighty 
wind 


HERE begins th theulty so many young 


pe yple fit | w fie they trv to ‘pt i tice” writ- 
ing They are suddenly attempting to be 
someone else Thus it often happens that 
when the conscious age of trying to write be 
gins, young people use their correspondence 
with their friends as a form of practice 
Ebenezer Smit! let us say, writes trom 
Temagami Can a letter to a friend. Hitherto 
he has just written straight off, after this 
fashion: “We got the canoes into the water 
about five o'clock, just after the sun rose 
The lake was dead calm and we paddled 
down to the portage in half an hour. I never 
saw the lake so calm.” 

But suddenly Ebenezer becomes sophisti 
cated and, when he sits down to write, the 
result is such a passage as this: “A clear 
morning with just a faint sheen of mist be 
tore the sun kissed it away I noticed it van 
ish from the still surfa of the lake and 
thought it seemed like some thin cerement, 
reverently drawn tron the still face of 
death.” Oh, no, you didn't, Ebenezer! You 
thought that afterward Stick to the canoe 


and portage stuff It's more 


This 


fused with honesty 


like Xenophon 


literary “sincerity” must not be con 


It doesn’t mean that peo- 
ple can't make up things; all 


story-writing 1s 


pretence, anyway The “sincerity” element 
is the use of the kind of words and phrases 
that a person would use who narrated things 


really seen. “Verisimilitude” expresses some- 
thing of the idea. Certain writers (Conan 
Doyle, for instance) have possessed it in a 


high degree. Doyle, as Dr. Watson, tells the 


Sherlock Holmes stories with just that pro- 
portion of small detail which would go with 
truth, and just that avoidance of the over- 
detail that goes with lies 

TuIs brings us to the idea that anybody who 
desires to write must learn to love words 
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He must exult in the exa with which 


tness 


they can be used: the lock and key of the 
semi-Latin of a legal statement: the imagery 
that they call up—the words that bring to 


us the dawn, the mists, the dripping rain of 
the woods, and the sobbing of sea. Our 


to be as keen 


the 
appreciation of these can grow 
as a painter's eye ior a picture 

Most of all, write 
must learn to value the mot propre, the word 


anyone who wants to 


x phrase that fills the place that nothing 
else will fill. Think of a group of words 
such as crowd and m ind gang and as- 
sembly ind im ind jatnering and con- 
mrse, and a dozen others to mean the com- 
ng together of people, and you will find that 
each has some special implication of its own 
the people in a jam are squeezed—the prem- 
ises are too small; a mob suggests the question 
of law and order; a gathering is neutral and 


even benevolent; and so forth. To appreciate 


and half-way to- 
wards writing 


But let us come back for the moment and 


take the other alternative the dilemma we 
spoke of. Suppose a would-be-writer can't 
begin! I really believe there are many excel- 
lent writers who have never written because 
they never could begin. This is especially the 
case Of pe ple of great sensitiveness, or ot 
people of advanced educatior Professors 
suffer most of all from this inhibition. Many 


»f them carry their unwritten books to the 


grave Chey overestimate the greatness of 
the final result A child in prep school will 
write the history of Greece and fetch it home 
finished after school. “He wrote a fine His 
tory of Greece the other day,” says his proud 
father lhirty years later the child, grown to 


a professor, dreams of writing the history of 
Ionic inva- 


ifall of Alexan 


Greece—the whole of it from the 
sion of the Aegean to the dow! 





dria. But he dreams—he never starts. He 
can ft. It’s too big. 
Moreover, quite apart from this non-start 


due to the magnitude of the sub- 
start from the mere trivial 
begin” in the smaller 
what kind 
ww do you get 


appalling 
ject, there is a 
dificulty of 
sense, what kind of intri 


non 
“how to 
duction, 
of sentence. In other words, | 
started ? 


r ’ . " 
PHE best practical advice that can be given 


on the subject is, don’t start—that is, don’t 
start anywhere in particular. Begin at the 
end: begin in the middle, but begin. If you 


like, you can fool yourself by 
the start you make isn’t really the beginning 
and that you are going to write it all over 
again. Pretend that what you write is just 
a note, a tragment, a nm Only, get 
started! 


pretending that 


thing 


























Tue Grecc Warrer, September, 1939 13 


ry 
FALKING of professors, as non-starters that can't get over Take an example Tw 


. 
leads us at once to the question whether c pe . re wa g t with the crowd tron 
lege helps or hinders. After our x l training the roar a acket i tball mat t 
has taught us to read and spell for ourselves ver. One sa n't know that | quite 


and opened to us the world of ks and the believe in all that rooting stuff, eh?” And 
magic of the drama, can college training help 
us to become writers? know, I'm not so sur¢ That’s as far as 


The answer, | think, is that the college can hey can get Wha e first man means ts 





help enormously, but it can also hinder. Those at orgamized hysteria 1s a poor substitute 
who are eDbarred trom the privilege ot at lor sp mtaneous enthusiasm, and what the 


tending « ege may take <« iz The col ther means is that, after all, even genuine 








lege kills as many writers as it makes. It is enthusiasm ut rganized—wunless given t 
true that a gifted professor can do a lot. He aid of regularity ar ystem—even spontan 
can show the way, can explain what are the ss enthusiasm degenerates into niusior 
things in literature that the world has found that r iit tself artificial, compels a cer 
great, and why, in his opinion, they are so talt anizatior They ca ty this, OU 
Better stil he car n teé is Own en tie ‘ t se two 5S] tator w . R 
husiasm, and even exalt puy on the pieasure : N gazine a 
wings of wn conceit e than that. the rs e as hould f tng Be Rooted 
colleg« give } i! 1 1] nm study It is Out? | article we k really good are 
hard to work alone irder still to enjoy e that the t gs that we think 
Appre lation grows the more it is divided put cant Sas 

Sut against all that, college training carries 


the danger of standardized judgments, of NOW, wher nt rite 


affected admiration, of the pedantry of learn their thoughts, some of them w hnd that 


| 
ing Students read wit! ne eye, or both. or their thoughts t the form of judgments i 
the examinations, classify and memorize and nions that a } \ 

annotate till they have exchanged the warm that their thoughts instinctively In 


pulsati n ‘ ife for the post mortem of an mctes that ea ‘ things that might 


inquest ippen, ar t ‘ come stories Sfortes are 
1st ew t ’ \ at might 7 pe ‘ 
, 
THE main point is that tee whether 205 ty. | 1 happen to some 
na yp» S at ig whnetne . Viola : Appel 
; 4 ? 1 } ] 
done i! if ny « Liege T out } eve ” cise 





has got to be ye for and by oneself. If you Most peoy “ to be st writ 
want |! write. start and wnite down your ink that st pe por ! ents, upor 
thoughts if you haven't any thoughts don't a pl l ! $0 y depend on the 


write them dow But if you have, write telling As t I ent or pilot, t are 


them dow thoughts about anything, no mat nl e of them: that So-and-s 
ter what—in ur un ti with 1 ea of was bort t he tell ‘ t ma 
selling then be i iu I lust put ed, that \ t i i ! at 
lown. your ig hts | later on, it tu i t t mart tha 
out +} at ‘ ' ts are nterect ga d e me ed Stee ’ ‘ \ 
you get « if rar to be a sct wr ima at l t ar acy 
what they ire la ive ft at < ys c st i 1 st i it \ i . 
them | ‘ the sel ; 1S mes of t : ! t, are called e st 

tsel{ I y I s I lite that I eh t : tory st ‘ 
come to us as it were “at back rounds.” Look to think the acter t eality, and the 
ing tor t gy we 1 anot k r o find the w that w nvey what you 
duty and 1 1 hapy ss, look for hap nk 

ness and y 1 dust. Look for “authorship QO eate a act as the rast 
and you won't find it: look for self-expression rut uf i character would be bette al 
in words, for its own sake, and an editor's thing and everything about m is a stor 


cheque will rustle down from Heaven on your You may feel very vividly that there is a 


table Of course, you really hoped for it, iracter to be caught, but ive got to cat 
but you won't get it unless and until self him first I re 1s a waiter, let us say, in a 
expression tor t own ike breaks through restaurant y f t ‘ m you feel t be a 
reguiar cha ter But iving that wont 
WHAT lo you write about? You write nake hin y ive got to catch and c 
about anythin Your great difficulty will be, ey something about him that makes him one 
as soon as you apprehend t method, that Then y t need to tell your reader that 
you can think things but can’t say them. Most the waiter is a aracter He'll say so first 
per ple live and di n that state Their con make s many st es stupid ar 1 un 
versation is stuffed with smothered thought that ce writer tead of aking 
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aracte ! le sa I said) te i g this 
vaite va c i t i i nans W k a that n cop er i, 
\ nT 1 I id Wa I t that e p c make e 
é We don't se O write Shakespeare 
nks u . . ad ‘ . . ry” 
etails the : it ne t HERI As a beginning ggest—I an 
mething t t except t | spac talking to the peoy ants 
iga t a price i \ ine best ae it 1 take a pencil a a scribble and 
criptions are t ts § t is write down y idea t article—and 
their effe ‘ | uder does the t « ent yourself vit yriting “pretty 
rest The best le n in this respect is t feeble stuff Anyone can say that. Explai 
lear! te 1dimuire i trie work of areful iv By the t re ione, you 
othe If it t ikespeare (so he \ t teel so sure 
° ry\a_e ‘ 
Little Things that Count 
=) : 
By BIXBY HEATH 








aim , 
emplo er t tiv regula hee duties around tor his perso! al I st all the 
moscail litie ’ h , } } 
, “ ) ~ la shee a r Ss 
ONE GIRI M boss always ses . 4 le check 
; , - them off and I order then igh his charge 
his mate I keep a x ¢ “-- 
\\ account Ss d there " t w he doesn't 
match ’ i Sia] M4 . - 
— ike, it can easily be sent back 
his papers ar digging ill his vest 
pockets, | ind hin ' from 1 desk He AND ANOTHER We ave nly ne 
immediate] that frow1 ind =s Say phone in our room and that stands on my 
Phanks’.’ ief's desk. He never remembers telephone 
. ' > . nun hers co | memor e most f them and alsc 
ANOTHER: “My employer entertains out ; . 
’ , Keep a personal phone director He always 
ot-towners qu te i if | ma t my } a 7 : , . as 
. . 1st t ial the wrong number a1 wou get 
long time ago t iy three or four papers a . . 
; ' : , very much annoyed ‘ow w I e€ asks [of 
day in order t tur vnat the critics Nave . : . 
, Mr. So-and-So’s phone number, I immediately 
t : id t the ¢ re t Vs | vet week | . " sae " 
+ lrop my work and say ‘I'll get it for you.’ In 
t the best show vith a note as to price, 11 “tt, : 
- 18 , ; this way he gets his party quicker and I avoid 
senate are st are tal, aa f theatre ay d I | ‘ 
; : s bad temp 
and aiso the narne la ( | nl t club neal : 
the theatre My | ks over this Ist ANOTHER: “I work for a woman exe 
checks the show he wants to see, and marks tive who is tremendously busy and who nevet 
the number of seats he desires for the theatre thinks of eating any lunche 1 order het 
and club | ther irrange t Dl k up the ti kets lunch every day. Set a sn all table im the room 
and reserve a table at the club. In that way | and make her sit down to eat. I take all the 
have everything in hand for the night of his telephone calls in another roon ind pr yhibit 
entertainment.’ interviews tor the twenty r twenty-five min 
l ) } ] 1 utes she is eating ‘ 
STILI ANOTHER My boss has trouble 
with his stoma but always forgets to take YET ANOTHER: “My emploVer likes long 
his medicine I keep the yottle in my desk and pomts on his per ils. so every mort ng I make 
when it 1s time t take it, | bring sure he has seven or eight of these extra-long 
bottle and spo and stand beside him until pointed pencils. Another idiosyncrasy of his is 
he drops his work and swallows the prescribed clocks—they must be accurate to the minut 
dos« I check on the time twice a day. and if any j 
oom = ; thing goes wrong I immediately dash off with 
ANOTHER GIRL said I know my boss ai , : 
aed ; . Pig ie - the clock to the jewelers. I also keep on hand 
secretly thinks I am indispensable, but it really ' | | } : 
| , ' a good supply of his favorite brand of cigar 
is only thoughtfulness my part. I have we ; : —o — 
, , : 14 and mak sure the supply ( r te mes ce 
a con pl te record it the names and addresses : “ee 
. . : meted 
of all his family and friends, their birthdays I 
and the date of his wedding anniversary. When THESE GIRLS are ¢t \ thee wives 
one comes up, I buy a suitable card and leave loing things not really required of them. Yet 
it on his desk with a typed slip stating the it is these little things that make many an em 
name of the person to receive it ployer think his secretary is the best in the 
“At Christmas | turn personal shopper. | world—absolutely indispensa 
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THE LEGAL SECRETARY’S JOB 

Pointers on preparation for efficient performance as a law office 

stenographer, as discovered from her own experience in that work 
By MARION A. WIRT 


Research Secretary, Public Administration Research Project, 
University of Southern California 


HERE is something impressive about a will know the conflict of human relationships 

legal secretary, particularly to those who that has made this final step necessary. 

know her least. Perhaps it is something Without the support of statistical evidence, 
t the “majesty of the law” carrying over t it is a fairly safe generalization to say that a 
ts secretarial aide, or perhaps it 1s occasioned legal secretary receives better than average 
by the enticing mystery of things ordinary pay However, this, surprisingly, is not the 
people don’t quite understand. For few peo greatest incentive to the experienced legal 
ple know, care to know, or have any reason secretary, though it may be the original reason 
to know the inside workings of the legal pro ‘ undertook the work. Rather, the higher 
tession other thar s thev have occasion t salary 1s a fait payment tor a demat ding, par 
meet it in a personal way o them a law ticular job. The secretary's “I s” comes in 
ofthce is an austere sanctum where blue-covered the honest enjoyment she can achieve by eft 
documents come and gt in a totally unac- ent service to her et ployer ind, throug! 
countable manner him, to his clients 


However, there ts a scheme by which these 


’ , = 
documents come and g ind a predictable pat 


tern for the other multitude of activities that Qualifications for the Work 


no mystery about the work of a legal secre CADEMI( rRAINING Even assum- 
tary, nor fear of its technical requirements. The A ing that every stenographer could achieve 
— & ade upon the legal secretary are the technical skill in typewriting and short- 
ven out no fn - so than efiicient secre hand necessary tor such work, other factors 
are m every ™ = oe ng daily it re are exceedingly important t success aS a 
eat rtain specialized knowledge, of course, law secretary First among these might be 
but this need not | a isurmountable bar called general background. By this is meant 
ier to the secretary who is inexperienced but the broad general training that may come 
; a , 
nterested in legal work either from a college cours © from intelli 
y gent experience A given number of years of 
WHAT are the advantages in being a legal ‘experience” is not adequate preparation; the 
ecretary First, there is a fascination in the experience (as also the college work) must en 


work that can make it a career instead of just compass a multitude of fields and facts. Law 
a job to the person with the right training draws no subject matter lines. and a knowl 
and an interest in law and in peopl lo the edge of a quotation from Bobbie Burns may 
uninformed, legal work may appear dull—"“just be as useful to the secretary in taking a law 
filling in dry old forms day in and day out.’ ver’s dictation as a knowledge of the scientific 


But when a person has taken the trouble to terms used to describe 
find out the meaning of the “ 


< a client’s injuries. 
he “dry old forms, 


This does not mean that only secretaries of 
he finds that behind each one lies a story of ' 


advanced age or college training are qualifies 


real peopl which, though it may be either to become legal secretarie: Owever It does 
re > . s nothing | ( ] nd se 
tragedy or comedy, is nothing if not alive and mean that the person who starts without these 


interesting advantages must make up her deficiencies by 
Che will a secretary writes may be composed being extraordinarily alert and observant of 

of ancient phrases, the necessity for which the world about her and of her own office in 

even the lawyers cannot explain, but by means particular She will not know it all to begin 

of it a children’s hospital may be endowed and with, but if she listens and looks she will 

an elderly philanthropist spend his last days gradually accumulate the background she 

happy in the knowledge of the good he is lacked originally 

doing. A divorce decree may be but one of a 

series of legal instruments that comes to a SOME knowledge of business aw is of par- 

secretary on a busy morning, but if she knows ticular value to the beginning legal secretary 


the story behind it (and she usually does), she Beginning is used advisedly, for after she 
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has been doing such work for a short time she uriosity’ but that includes mu more thar 


will have gone beyond what the average high that. The ability to attend to detail ts vital 
: 
l 


school or business college course in business i law office, wher rrors are costly and en 
law offers. In any event, she needs to acquire barrassing. It the experienced girl wh 
this information from some source, and al is always sure of everything wit t ki 
though the formal course may be the simplest it for proof! Many stories are t t w the 
way, here again acute observation and men terminat fa law has t t 
ry will help to supply the deficiency tf a punctuation of a sentence or the accuracy « 
secretary finds herself in a law othce without typewritten f ré 
this helptul tool The well-trained legal secretary will not 
trust her 1 vy, t g t Ww ‘ ul 
ERSONAL ATTRIBUTES The legal be developed to the highest degree etheiet 
secretary will need to have all the traits She makes memoranda of thing r her 
considered desirable in any secretary, with a employer must ! every 
special emphasis on certain ones especially thing that nm r i 
vital for her particular work. First, she must fact that her a 
be ultra-dependable In legal procedure there a mans init i porat $ it i 
are few excuses for forgetfulness, tardiness, or the date of a gment, Goes not ¢ ‘ 
actual neglect, and the lawyer himself more r repr c ~ Va 
than supplies these few. It is the duty of hi su deta that the are t 
secretary to circumvent Ais procrastination o1 Hence we s] I Kept I as anotner 
remissness and never to be guilty of anything esirable trait iM t ie ery ol a 
{ the sort herself. Unlike a commercial es that goes on in t hot y accep 
tablishment if a detail of law ofhce routine ing the thing t lt | a ‘ 
is neglected, not only the office itself suffers. told t lo t i 1 
but the client as well, usually more seriously vhy they are ' 
lo a degree, the law office is put in a positior as suggeste: ( 
t trust—the client is trusting it to attend t that no ad f t yx 
his affairs for him—and for that reason even é e be ' at 
more than ordinary care must be taken to see any different 


that every detail is attended to with the great om 
est emhiciency Pui loreg ‘ ! is me | only 
the on lay 


hn) . seat ee 
ruis brings us to a second qualification legal secretary. The stand iy appear 1 
that is of utmost importance to the legal secre be high, but, ' word f one attorney 
tary, and that is trustworthiness A great deal the , ates 

f business of a confidential nature comes into to prepare hi esa pone <Sgp aeg iy 

a law office, and it is the secretary's duty t law because of the practice f it. needs 
guard these confidences to the best of her and " t ] hcient and 
ability This will include protecting one emhcient che : bta In fact 
client's business from being known by any that me only | t help worth while 
other client or outsider, and it will particularly . oes se : s 
include her own absolute silence on matters ot , ming leval « etary 
ofhce business In passing, it may be re may seem fort able t the te 1] details 
marked that nowhere, unless it be in a bank fall int me irprisingly wel ter a rvey 


is it more important that all papers relating of me of the pr - ween Oh aeeet 


to a case be kept easily accessible and yet law offics 4 few of these ¢ 

where they are entirely safe trom prying o1 be d Sse n the next P 

trom outright attempts to acquire iniormation 

dishonestly on? ate ae oe So 0 ae 
The wise secretary will keep all material ~w we on Commercial Education, A; 19 vol. 1 


in the respective file folders, the folders in a 


file that is kept locked except during busi- . 
ness hours, and she will be extremely cautious 


in granting access to such material to anyone 


outside the office staff. Usually the lawyer “diplomacy 

rather than the secretary, will decide when t A woman at iz store metic counter 

allow this privilege in questionable cases aske he erk t a face eam 
t cs re ] \ 


rp 
rwo other traits are of paramount impor Kestore t. madam he repeat < 


tance to a legal secretary [hey are the abttt mean preserve it 
to attend to detail, and a happy degree ot That is diploma S $17 wort! 


skepticism that might be termed “mtellectual of creams 
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WHERE TO, FOLKS, WHERE TO? 


Decide now just where you are going; then avail yourselves of the 
helpful suggestions that you will find given you here each month 


By FLORENCE ELAINE ULRICH 


HI i Vas | l Vv 1 tine al i ( | ‘ “ tters 
whe a i il ex t : 4 1 
dashed up } \ vy a et t . ' 
gasped “Hurry 1 gimme i und-trip ft ours that if shorthas eat thorough 
ticket.” ind well t pegin wit t ll not be easily 
“Where to?” inquired the ticket agent regott nor will the |! e much, if any 
In consternation the b l, “Ba ere f its skill It may tal tt warming 
of course. W here ' » think?” Ip to get into the sw r f timed dictati 
WHEN ne, in fancy es severa indred better than he had ever dot it l Chat 
thousand students embark upon a cours natural Having | t a nduring skill 
study to fit them tor a protess nal career, one e add to 1t uncons throu cxpe 
cannot elp “ ring wi Ww g i ‘ rans p K made 
im the exp i nm al tu il \ na I , ‘ t H i ( 
will simply find then ve back here at the veloped a shoddy abit His notes wet 
end of that cours er ittle bevond the t mmoact. well forn nortions 
point where they start So mu lepend und even under the strain of t igher spe 
upon the applicat f the student! It 1: they d t va ( to be 
reasonable t a ime that a young man ( lu i 
woman ol vha ‘ t 1 fra lea I ‘ 
iret r wa \ t { < ! \ i 0 . t 
about vork t ealize i sp iwa : a 
more than prep ’ i n te dictat it that 
cat iy | pi i ] i wi 1 « iD t i I 4 vor 
sound caret en vard, and a « “ tell 
purpose into t pra ext D wa 
is no te ling | Ww la ec Ma i the bu titl i i i t 
ness world r i elf a ite was rap ste i! and the tra 
now s pt w tu active it 
tistic, perfect, except | ; + deviat . 
A YOUNG man just came into this office and punctuation from thi tat pvV—t ma 
asked for a test. He explains that wherever terial errors 
he went to apply tf 1 job he was asked 
‘What are your s thand and typewriting W ILL you have that your Cc! 
speeds?” and having been out of school for ifter you leave school t is easy to atta 
some time he did not know I think I write if once you buckle dow to the task of 
about 120 words a minute in shorthand, but practicing 
perhaps I do not I should like to be sur But you must also lea all that you cal 
because it seems to be important tor me t about business in general. You ist become 
have the information in order to secure acquainted with secret i t learn t 
interview.” ntrica f ing—and fi g what you 
We gave him several tests He took the You have to master t te the type 
dictatio at 120 t €a l ad ick \ ter keyboa and I not t la 
almost pert So w ate " er test ture. lear , 
at 130 words at ] ad neve writt 2 ] mate i i 
at that spec he e t s knowledge—not scrip You must e€ sa 
while he wa i y rate He ma i w work t 
mnly nine errors, at seven of them were thx merely of passing gra t 1 promot 
result of dropping a clause near the end of im tine lass! m Pror t Dusiness 
the five-minute “take. fice i 
He had learned short und well, we dis \ ind uy nitiative att t I ns 
ered His tormer tea hers il be pr ud ot mstructi . arnesil! i ngness 
that tact He wrote s| rthar 1 smo ithly, flu work Behavior, p S l | irance il 
correctly spite f the tact that skill are vhat cip i 
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ZA. ORDER OF GREGG ARTISTS 


CERTIFICATE OF MEMBERSHIP 


Brancetll 


HAVING ATTAINED THE REQUIRED STANDARD AND 
HAVING RECEIVED THE RECOMMENDATION OF THE 


c TTEE OF EXAMINERS IS HEREBY GRANTED 
N IN THE ORDER OF GREGG ARTISTS 
4 


~ 


Cory s 








100 Giherts ¢ fine 


- 





Gregg Transcription Test 











and determination to 
efficiency and useful- 
folks into im 


position Enthusiasm 
higher 
ness are the qualities that lift 


reach levels of 
portant 

Keep that in mind while you are 
he k’s and g’s of shorthand, won't you? Good 
unless 


positions 
mastering 
intentions, merely, will not help you 
you put them to work 


regularly, systematical 
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stenographer holding an interesting position 
in far-off Siam, or in the little island of Cy- 
Turkey or Manchuria 
inter- 


perhaps in 
Wherever correspondents may be, the 


prus, ofr 


est is mutual: Reading and writing shorthand. 
The test that will admit you to membership 
Artists, the largest and 


encompassing or- 


in this Order of Gregg 
most 


ganization of shorthand 





ly, zestfully 


I N order to make your 


study and practice more 


Instructions for Shorthand Tests 


The purpose of the O.G.A. 


writers in the world, is 
published in this maga- 
zine each month. But 


le te develep you need not wait until 


interesting and help you a practical shorthand writing style. The you are ready for the 
to visualize your prog JUNIOR O.G.A. AWARD is given to stu- om ee F : 
ualize your | dents who have had ‘sufficient practice to be Member: ip Test. You 
ress, this department ot able to write freely, smoothly, and correctly may take the Junior 
: > . 
your magazine offers the Junior O.G.A. Test on page 32. The ( . Test Gon the 
: ' 6 . pin is awarded on qualifying specimens; U G. A Test for UK 
veautiful certificates papers that do not qualify are returned with lovely Progress Pin just 
and prizes to mark off criticisms and suggestions for further prac- oan ’ " cs 
I . - , tice for the perfection of notes. The O.G.A =e Nn as you are writ 
the course. If joined MEMBERSHIP CERTIFICATE is awarded ing fluently and have a 
by others, you might on specimens qualifying on the Membership fair degree of skill in 


, Test (page 26) 
make a game of it, and 


see which one gets 
there first. If you have 
taken a long hike, you 


tion generally. 


written 
style, with attention given to fluency, forma- 
tion of curves, proportion, and correct execu- 


in a good practical - 
executing shorthand 
outlines The O. G. A 


; 


Awards are issued to 


Practice the O.G.A. Test as often as you 
can in order to secure a specimen of your 


you as soon as you are 


doubtless have exper! best writing style to submit for the award writing a_ satisfactory 
enced the thrill that _ hace stvle of shorthand 

> . ‘ ‘ 2 Libe@al . 
comes with the attai Typewriting 


ment of each milestone 


THE O.A.T. Junior and Senior Member- 
ships encourage proper attention to arrange- 


ACCURATE 


tran- 
best and 


‘ = ' . are 
along the way ment, accuracy, and rhythmic stroking in scripts are 
The GrecG WRITER typing. Any make typewriter may be more easily made from 
offers in addition to cet weed. The JUNIOR O.A.T. Test (page rood notes. Give heed 
‘ 21) requires neatness in arrangement, ac- Root Ole rive eed 
tihcates of progress in curacy, and even touch. to the kind of notes 
shorthand and typewrit The SENIOR O.A.T. TEST requires skill you write from the be- 
. . Svea ot in setting up the copy; if two parts are given, ianialiaes ot tha . 
ing, lovely prize Part II should be arranged on a second sheet. ginning, anc be Consci 


pens, A study of the test 


desk sets the best method of 


pins, fountain 
fountain pen 
bracelets or tie clasps to 
the students 
adjudged best in their 
This 


who ar 30 words a minute 


classes 
an added 
still better 
rewards 


provides 
impetus for The test (page 22) 


effort and 
that effort 


errors 


(page 21) will suggest 
arranging it to secure mon 
an attractive and easily 


The Competent Typist 


RESS CERTIFICATE 
is given for 50 words , 
TYPIST CERTIFICATES, beginning at 60. read and will 
must be written 
ten-minute period, with 
It may be practiced as often as you 
like to secure your best speed for the month You s Id let that be 
before the final paper 


entious about the devel 
a good writ- 
“I want to be 
e to write notes that 


read copy. opment of 
Awards begin at 

which the PROG- d 

is issued. The pin be able to 
and COMPETENT 

enjoy 

in a reading writes yne 


not more than five tud 
student 


is submitted for an ; ‘ 
and lat- 


These certricates and enasd your goal, too, 

prizes may be made to T : ei er on when you are 
} ranscri pttons ' “Oe 

come to you each month, Cre peron urged to higher speeds 

for they are issued at In addition to these monthly tests, there in the dictation classes 

ee ote , , , is a page of shorthand matter for transcrip- ttt + 4] 

intervals in shorthand tion speed practice. The records you meke you will be glad that 

and typing, also bot! on transcribing these letters each month are you learned to write 

f and a recorded by the teacher and reported once s aaill that ar ae 

or speead and for a year for comparison with the work being notes Mat are not easily 


done in the other 


curacy. 


page 24 


LASTING friendships 


‘ schools. This 
Transcription Speed Project will be found on 


matter 
notes 


month's impaired no 
what the 


that give you the assur 


speed 


ance that you can read 





have been made by 
thousands of students 
with fellow members 


of the O. G. A parts of the globe 
Thousands of writers are now corresponding 
in shorthand with Greggites in far-flung places 
of the earth, enjoying the intellectual stimu- 
lation and fun of letters written 


in beautiful shorthand from a 


in otner 


exchanging 
sometimes 


them without faltering 


and with accuracy and 
promptness. The confidence that comes from 
such knowledge of your ability goes a long 
way toward convincing the employer that you 
are the kind and quality of that 


should be given an opportunity 


employee 


(Continued on page 25 
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September Test Material 


iii clubs of test papers should be accompanied by a typewritten list of mames to expedite checking 
and insure accuracy in making out certificates September copy is good as membership tests 
antil October 25, 1939 


Junior O. A. T. Test pourings totalled 945,843 words, in 37 plays 
poems, and 154 sonnets. What it took 


rom 1591 to 1613 to com 


HARMONY IN BUSINESS The 


success of a business organization depends 


Shakespeare { 
pose, and Helen Brown six weeks and 


len both the 


men do their work 


Andrew Carnegie would not keep any 


ll I re upon the spirit Ww hi h , 
I neasu up th } rit I ch oceans ot assiduity to count 


American and Canadian teams hope to type 


: in full dur nye the Marathon’s two weeks 
man on the job, no matter how great the , 


- They will race through the compositions 
lantit yr how high the uality of his , , , 
. = q in the chronolos il ordet n which they 
, , , 
work inless he worked in a spirit of har re a ed t , > writte the 
l supposec o nave cel \ I iS til 
mony He insisted upon men being agree ee a ee neammne Chen 
Lac i aition il inves } } 
' , 
ible He demanded teamwork This sequence nd the words the var 
q | 
; supreme tas t he executive is to 
I ‘ , ne a © t x . ous compositions wert tound to ontain 
v a human harmonize: He must inspire not includin iy , , nae tol 
ot inciudinyg <¢ $s persona s as ( 
ns men to keep n tune and thus create a " 
uVW>s 
symphony of achievement He must com 
‘ - , . 
bine the abilities of men with the skill o Part Il 
chen st to void explos ms due to im In tabulating the Avs rems mnd sonnets of 
. Shakespeare show ti words in each of the parts 
} t . ss . . } : ‘ . ot enry the Sixth an< enry the ourth on «@ 
oper mixtures of temperaments and ta H " ' iH he I t 
nts He must he 1 man-power engineer separate line and a< umn by iteell 
dit oF } ridue icross the valiev of fail Plays 37 Henry the Sixth Part | 
re by 1 no ee ‘ ] 7 ms 
ire y weaving r n es ndividual 23.348 words. Part I]. 27.628. Part III 
' 
ibility into the sturdy cables of cooperative 6439) 77415 w i Richard II] 29 905 
~ fi ordas 4 ir ) ds ye 
treneth. all 
[ ~ . H litus Androni us. 21.775 I he q ¢ medy ot 
liscord spells disaster irmony means ;' 
; ’ ° ar Errors, 16,08 Lhe Two Gentlemen of Ve 
eaadw al (sigantic tactories al d powerty 5 > 
— “appa. il sona, 18,207; Love's Labor's Lost, 22,813 
machines alone cannot make in organiza R . os ) 72 
= L.omeo and juliet, 20,.0/35 \ Nidsummer 
tion successful lhe dynan torce that N | "927 > c 
rht’s Dream, |! 37: King John 1,995 
. . ~ - ' - 
makes tor progress is the spirit of harmony The Taming of the Shrew. 22.208: Kine 
‘ liniy ( | \ he de ye - 


that should exist from janitor to top-execu- Richard the Second, 23,864; The Merchant 
tive. Wilferd A Peterson Editor The >> 

; of Venice, 22,260; Henry the Fourth Part 

Friendly Adventurer I, 26,592; Part Il, 28,068), 54,660; King 

Henry the Fifth, 27,920; Much Ado About 

Senior 0. 1. A Test Noth ng 22,635 ‘The Merry Wives of 

Windsor, 24,186 qi lus Caesar, 21,149; As 

You Like It, 22,65] Twelfth Night: Or 

FROM: International Typewriting Mara What You Will, 21,496; Hamlet, Prince of 

thon, Canadian National Exhibition, To Denmark, 31.863 Troilus and Cressida 


i 


} 


ronto, Ont. Immediate release. Toronto 27,441; All’s Well that Ends Well, 24,391 
Ont., August 20—Preparation for use of Measure For Measure, 22,849: Othello 
the Basil Blackwell edition of Shakespeare's The Moor of Venice 7 872 Macbeth 


writings as copy for the Marathon here 18,163: King Lear. 28.339: Antony and 
August 25 to September 9 involved the pa Cleopatra, 26,865; Coriolanus, 29,814; Ti 
tience-trying task of counting every single mon of Athens. 19,558 Pericles. 19.399 
word on the 1,252 pages, numbering them Cymbeline, 28.672 The Winter's Tale 
in duplicate volumes in blocks of 50, and 25,810; The Tempest, 17,292; King Henr 
subtotalling and totalling each half-page, the Eighth, 26,220. Poems (5). Venus and 


page, and part. Adonis, 9,703; Lucrece, 14,896; A Lover's 

At the end of six weeks, forty pencils Complaint, 8.618; The Passionate Pilgrim 
und seeming miles of adding-machine tape 3,151; The Phoenix and Turtle, 353. Son 
it was found that the Bard of Avon's out nets (154). Sonnets, 17,648. Total, 945,843 
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September Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 


each error to get net words written. The number of strokes is indicated at the end of each line im order to facilitate 
counting the gross number of strokes written 


Strokes 

Look upon the work you have to do as an object of 50 
interest, and, if you can rise to it, an object of affection. 113 
This simple act solves many of the problems encountered 
on the job. What is more natural than that the things which 23 
you esteem should linger in your mind after the day’s work 229 


is done, and, as you mull over them, ideas for better ways 348 
of doing the work and for getting results form themselves. 408 
Our interest is necessary in any subject if we are to con- 465 


centrate on it. A student who fails in his examination 521 
usually laments his bad memory, when what really happens 578 
is that lack of thoroughness and interest in the preparation 

of his studies caused temporary failure to recall. He forgot 701 
because he never really knew. Not having given the matter 760 


sufficient attention, the impressions were not made deeply 819 
enough in his mind. 840 
Suppose you read a review of a book dealing with 889 
ghostsandseances. Youcomeacrosstheword “ectoplasm,”’ 4s 
used to describe the whitish substance said to emanate 1003 
from the body of the medium in a state of trance. After- 1059 
ward you wish to recall this word in speaking to a friend, 1118 
but you fail to do so—not because your memory is poor, 1174 
but because you did not give yourself time to master the 1231 
word. You were too much interested in the narrative of 1287 
what happened in the room. If you had spent enough time 1344 
on that word you would have had no difficulty in recalling it. 1408 
So it is with many things that we have to do. The pace 1464 
of modern life is fast, and our knowledge of men and things 1524 
more superficial than it ought to be. We attempt too much 1583 


sometimes; and sometimes we do not attempt enough. 1635 
Even in education the spirit of hustle is everywhere. Our 1694 
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learning becomes a smattering of ideas, and the speed 1747 
with which we gather up those ideas is too swift to allow 1805 
of a permanent impression. We give ourselves no time 1859 
to understand. 187 

When you enter the business office, or upon a new 1925 
course of study, try to place the new facts, ideas, subjects, 1987 
or propositions in proper relation to other knowledge and 2044 
experiences that you may have. Focus your attention on 2100 
the grouping of related thoughts. Let the mind see the 2156 
new things in comparison and contrast with the old, and 2212 
in this way the impressions are made deeper and more 2264 
lasting. You will have less difficulty in seeing what you 2323 
must do and comprehending what you are doing. Your 2375 
mind will move straight from one fact or skill directly 2431 
to another. You will not fear failure, because you are too 2491 
interested in learning everything that you can about the 2548 
new situation and arranging it in relation to other facts 2606 
that you have already acquired. Time is needed for this 2663 
work, but not necessarily a vast amount of time. You must 
have a purpose and sufficient confidence to carry on with 2780 
interest and with a love of the work you are doing. 2833 

The efficient application of your mind results from 2885 
orderly thinking. You are busy arranging the appoint- 2938 
ments of the day for the boss. You note that one is to 2994 
take place at ten o’clock—and that somebody is cooking 3055 
onions. You remind yourself that certain data must be 3105 
brought from the files for the interview, and that you 3160 
must get a new bag to go with the party dress. As you 3215 
refill the fountain pen you notice that a truck is back- 3270 
firing in the street. As the morning wears on, your work 3328 
is consciously or unconsciously interrupted. You wonder 3385 
how long it is until lunch time. Put into print these devia- 3445 
tions in thinking and you promptly see how they interfere 3503 
with your efficiency.—Selected 3524 
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Transcription Speed Project 


(314 Actual Words) 
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I HERE are certificates for sh rthand writ- of the Albun he mpleted series of ce 
ing Speeds als beginning at 60 words a mit tincates arranged in the album gives the stu 
ute Phe I ates and s are shown nt a spla entials that excite 
on pagt 4 Tests can be had t any igher la ADi¢ mir “ neve s wi rvery 
spec ta ed t ) rg 200 w < ] le ! space ¢ k 6 i npe ne 
a mul w hk ib han M al is eason I Keeping up e¢ WOrk arf nplet 
tre \ \ il¢ | \ ‘ | it ne the era \ ( ertit ‘ Atta rive ‘ 
Ss awarce por mplet t work prescribe« 

this book 

Be sure to ask your teacher today about the 

Me etaus, a . s not have the new Cre 


| cAchievement Record tien andl on a ak Man cee Ss 


| of . i ache giving ! ame) would like one 
; - those Awards klets. and ¥ mav send 

t to the following a ess We w 

And now, cheer ntil next mont 


Certificates Awarded by 
The GREGG WRITER 


ween RY, A TYPING SPEED SECRET 
tie a a EE. By HAROLD H. SMITH 








a 











. : ~ rl 1OOR wher . king m 
An album for your Certificates early as 1908, when I was working my 
l wav thr 1L the T versity f Kansas 
is a ster ranher } rved the pit 1 lack 
rit ; tha wit a reasonable c 
f master ¢ - fingering fa ty that 
' ° tr 
vret y if ¢ S so 
. ) . a ‘ iTa ter ré ’ ‘ a? , ar! 1] | t«< 
\ s I ve r it y tre I Ol ' ' . ' ‘ 
; : : vith whom | wort ervat wa 
wea t Urege ikmbien W may we , 
y strenothened thr the 7; enent 
) its s ( my snment ; ' ‘ 
i a Spee t t ar | ) rryv ft iv that 
I found ore s little hel: the 1 ol , 
IN typing, t there are vely pins, cer , . : 
p™ igogies i ther terature poses t 
t at a prizes tor a ra tecnnica 
guide typist 
sk spec The first spec ertificate . 
} t Student Gwe ‘ nee § 
: ‘ n 
nay be had at 30 words. The Competent Tyy 
renetit nr tice V wn per l exper 
st Test is a sk leveloping proj u may : ‘ “ 
‘ I hefor } 
ence “ ‘ ‘ ra mee ‘ ‘ ’ | that 
\ te tie est ver i \ ag I nt y oe 
: ; ’ the pee 4 wet . ‘ it re etit ’ 
tta e six you wal just as the expert 
J i ' ‘ } ] 
' ' 1 ‘ ! r et t r y nder 
‘ “re< ‘ r T | . | « e 
I K ia i c a i P ih th, aaah oa “os P 
the S Once a 30-wor speed us beer . 
x | I It has hee 7 , P as ott I 7 , 
é‘ eid Shia — a certificate tes | N 
' ' , , 
many wou } ¢ S ive mmered a 
t effe 3 . ma begir 
- , \ iT anf the nity nel tf r the 
" L r the nex er speed leve A ‘ | ve 
posit « ’ mrectios led yatmes ¢ 
! ’ , ¥ ‘ ’ . : ika 
Love p ! SU W san . . 
o ue ref work t Hanpr 
ite < t sing Ww SOOT evel " 
tive sar re re ' ] ' . - } 
eg S ‘ ¢ W ; y at ft it ate f , . ? ‘ ) aT \ \ ‘ ‘ 
g \ g ] 
experience t tf < tery ¢} . ; 
c t tin necessary time afl attention to : : ages 
. = their fT cl ed ¢ nr ' 
] practice ‘ Thy r an Senior Mem- . I } ‘ ple 
that ] : ’ hye tt thre r ‘ 
" ’ cm 
ere ¢ ‘ (ec ‘ rtict nmict } 
er of A Typists na 
il it 7 ‘ ’ ¢ \ D Gregg 1 ‘ \ 
rN ‘ I S Re e ma years ago il ‘ airT , , 
j ! at Renetit wractice he ther 
memberc ft ea yf typing artists : { 
acquire f ; 1 the neration i? ‘ 
‘ i“ : t y ( 
sa ecl ng vou All these awards are 
v writer. wit nceanent need nd 
. , ‘ win! > pCea i a racy 
] < +} rt @s« te + fur , oret ’ 


van 
THE Aci ievement Record Album, an at It w for this 1 ’ ’ ' 


n i very purpose that the ( 
tractively designed album, pictured on this tests given 1 hha tn oh a wazine wer 
page, provides space in which certificates are stituted—for repetition practice to build « 
to be mounted as they are received by the ind accuracy. But do not rest or r laur 
pupil It is furnished free f charge t when you have won the 50-word , rs 
GreccG Writer subscribers w! ire working shown on page | There is ar r wor 
m the Credentials program Certificates t« waiting for you when vou have ittained that 


be earned are listed on the inside front cover speed !—Editor] 
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Q. G. A. Club Prize Awards 


Esterbrook Fountain 
Pen Desk Set 


Dawn L. Fleming, Fresno 
Technical Junior College 
Fresno, California 

Garnet Hanson, High Schoo 
Huror South Dakota 

Reba Erskine Senior High 
School Charleston, West 
Virginia 

Hilda Stevens, High Scho 
A Ibuquerque New Mexi 

Gold Pin 

Marilyn Berkley Higt 
Scho Las Vegas, Nevada 

Marjorie Farmazin West 
High Schoo Aurora 
Ihitr " 

Heler Maher St Fr 
Academy, Joliet, Illinols 
Pearl Pin 

Ma Margaret Fleming 
Chaffey Junior College 
Cntar California 

Frances Scott, High Set 
Centralia Washingtor 

Martha TPresne! Hig 
x I ! M 

Genevieve Cummings, Hist 
Schoo Albuquerque New 
Mexico 

Jeanette Rash, St Augustine 
Hich School, Chicago 
Iilinots 


Silver Pin 





Dorot Denet Welch's 
i“ e ‘ ge Oll City 
ennsylvania 

\ y Campanile High 
Se how A ry Park New 
Jersey 

Laverne Bue High Sect 
Baker Montana 

Kathleen Kerwi Convent 
f the Holy Names. St 
Lambert Quet Canada 

Frances MelIntyre Bendle 
High School, Flint, Michi 
gan 

Angeline E. Pettit, Hig? 
Schoo Stamf ! 
Connecticut 

Sallie Smit Woodbury 
College, Los Angeles 
California 

Frances Hader, Sacred 
Heart High Scho Ch 
ago, Iilinol 

Henry L Shin St Louls 
College, Honolulu 
Hawaii 

Welma Buboltz, Southern 
Tilinois State Norma 
University, Carbondale 
Tilir 5 

Dorothy Smit High 
School, Pins tluff, Ar 
kansas 

Tsukiko Fukuto, Union High 
School Santa Maria 
California 

Marjorie Hagerhorst, Naza 
reth Academy La Grange 
Illinots 

Anne Vera Broadview 
Academy La Grange, 
Illinols 

Anna Basehore, Hich Set 
Mechanicsburg, Pennsyl- 
vania 

Doris Corrigar Queen of 
Peace High School North 
Arlington, New Jersey 


Rose 


ss 


Sar ne Ser 


hoo Johnst 


Lovey Armfield 


Sch 


H 
\ 


ol, Marion 


irroll Marshall 
gh School 


e ia 


r Hig 


wr Pa 


High 
Indiana 

Olinger 

Warrenton 


Margaret 
ael’'s (% 
School 
and 

Mary E 


Baum, St 
mmercial 
Baltimore, 


Fralich, 
High School 


Mich 
High 
Mary 


Catholic 
Lancaster, 


Pennsylvania 


0. G. A. Membership Test 


The Treasure House 


a FJ 


ors /0¢ 
Y Pa a 4.2 


ee —““e ef 


a 


~~ a 


aa C »? 
— as Calo SU en 2 a 


) 


c ed 


4 A) jf" ve 9. : F3~> 


vo 


;, ys 


~ 


Fw ~. eo aa 


— 


a 
——<— Ss wr 9D 


ie fae 





I I’ Morse ({ 
ege, Hartford, Conn 

Rita Claire Miller, St 
Elizabeth School Balti 
more, Maryland 


Bronze Pin 


Hele hn sor Hich & 
I rth W 

Betty Mae Gibson. Old 
Ss ers and Sailor's 
Orphan's Home High 
School, Xenia, Ohio 

Wynetta Jordan, Muldoon 
High School Rockford, 
Iilinots 

Jeanne Sylva, Township 
High Schoo Wilkes 
Barre Pennsylvania 

Clara A Pieper St Ag 
t Academy Alliance, 
Nebraska 

Dorothy Cashman Thompson 
College York, Pennsylvania 

Eva Lew High Schoo 
Ray Arizona 

Ines Jesko, St Joseph's 
Academy Stevens Point 
Wisconsin 

Marion Schul Upper More 


land High School, Willow 


} un A Thorr 
A Ss M 

I> Tow 
iW Sandw 
I 

Frances Flannigan, High 
School, Wewoka. Oklahoma 

Ann Irons, Roosevelt High 
Schoo’ Wyandotte 
Michigan 

Dorothy Seliga Memorial 
High Scho Ely, Minne 
sota 

Rose Shinmort, High School 
Dougla Wyoming 

Mary Virginia Stanley, 
I Aca Kansas 
City Kansas 

Margaret |} ey. Higt 
Schoo! Idahe Spring 
‘ rado 

Jessie Kinzer High Scho 
Valley ¢ North Da : 

Marietta Filkins, High 
Set Rensselaer New 
y \ 

far Kul I ? M 
ark H Scho Luffa 
New Y 

Mae ( re ¢ Se r 
High Set B t 
Texas 

Mary ¢ ‘Okla a A 

1 Mecha 4 

{ St water dkla 
homa 

Jerry Pe Coachella Va 
ley High Scho Coachella 
f f la 

B I Ksor Kinman Bus! 
nes I ersity Spokane 
Washingtor 

Richard Renard, High School 
Me ar r Pennsy! 
vania 

Karle W tu b Hig? 
School, { eiltor New 
Brunswick 

Pablo Rodriguez, High 
School. El Paso, Texa 

Lorene G. Dittmar Hig? 
School, Unior Missouri 

Marian H s Ma 

High Sch Sandusky 
Ohle 


Continued 


on 
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WHo’s WHO IN SHORTHAND SPEED 


Mines and Microscopes played their part in the careers of 
these two Diamond Medal Winners 


Reports EXAMINER A. A. BOWLE 





HI \ read that he } ad heer hunting 

mo ‘ I il ind inta goats im 

the \ \ ish 1 ad bee we rk 

ing in the eg ! s that fa t la I 

pictured al l-timer ot the (« R days 

six foot six, with stubby beard, leather boots 

and bearskin jacket—but k at this picture! 

Forest Brenner is as handsome a y g Dia 

mond Medalist as we have nu i gallery of 

Winners! And he’s a basketball a football 
player we as a sw x medalist 

While in the gold wince of Alaska, Ms 


Brenner did stenograpl and court reporting 
work an e says he thanked s lucky stars 
for his introduct Gregg shorthand 
the Kansas City { lle ( erce Ka 
sas Citv. Missouri. He took a seven months 
course there and pas (Al-wor i-t 

ute test Practical « ce " ractice 
(whenever possible the rest to bring hin 
along the roa .% t 1 speed until he 
felt he was rea horthand and not 
writt ty } vy what I mean. In 
the practice “er ‘ 1 fis court experience, 
his work led taking depositions and 
things of that sort The urge to travel then 
got the best of | and so away to Alaska 
he went. He stayed there for two years, and 
by that time he id saved sufficient to bring 
him back and pay his way through Gregg 
College, where he entered the reporting cours« 


under the guidance that traimer i experts 
Miss Helen W. Evans 

After nishing the irse, Mr. Brenner 
migrated to Detroit, where ‘ eard ther 
was ample free-lat ourt reporting work t 
he done He had the noti the back « 
is head that he we d like t Ww 





*-?f 
William T. Slave 
trims! wort t t i Nishment t 
signified—s r a ne tr ing at the 
Detroit Con il e class oft 
M $$ ] Se] t \a I \ i a sey 
al =m il w t t The a 
curate tra ript r ! red yore 
a-T ute teet he ; ' thie ete ’ ' 
W at es M i t 
writing s rthan V\ ting and fishing 
are his hobbi i I “ ports. | 
should not w er vance t got hin 
again orn 1 the i He 5 Spans 
ind who k " , e tempte 
to accept a | t t 
tie sout t \\ | eT « we are 
re of t ‘ chose 
' 
per R t f structors 
Us World Mart J. Dupraw 
\mateur Wor Chamy Louis A. Les! 
and the | {, ge Ne Let 
Charles Zoubel ter etting elementary 
instruct! rthar at erce Hig! 
Manhattan er the direct scar ( 
Shepard, Mr. | 1 Miss Agnes Gilmore 
sit any w f it Mr. W ul lr. Slave 
sports a Dia Medal for writing 20 
words a minute for five n tes wit! i re 
legree of accuracy 
At present, Mr. Slave erving r 
aartment of Labor New York as principal 
Hearing Stet grap He held some 
ther interesting positions—for three years 
secretary to t \ tant Divis al Engineer 
charge of ‘ ruction in the B 
wh of Queer r another three year 
he was taking dictat« If n pati gists at 
the sce c rT aut psy i t Z al ta 








tion, i.e., microscopic readings of autopsy and 
biopsy specimens in the Department of Hos 
pitals in the City of New York and in the 
Kings County Hospital, Brooklyn 


meaning of those long words 


Don't ask 
me the that’s 
the sort of thing good 


against, thoug! 


reporters are up 


: , — ‘ 
Swimming and rseback riding are listed 

as Mr Slave’s la ritk S|] rts, but e does not 

have a hobb ul less he Says, ¢ im <« 


horthand a hobby 


After attending Hunter College for a while, 


Mr. Slave dropped all thought of speedy 
shorthand writing and was satisfied with doing 
the w } ne wa illed pon t do im the 
positior he held. ¢ t reporting was < ya 
drean But somehow or other, once you g« 
the “speed bug” into your system you 


an't get rid of th urge” for longs S 
when Mr. Slave read that an examination was 
to be held for a Hearing Sten grapher, mM 
brushed up his speed, took the test, passed, and 
received an appointment 

After holding down the job for two years, 
he decided that he might as well give some 


time to serious study and win that Diamond 
Medal. Attendance at Hunter College 


sion Division habit, and now hk 


Exten 
became a 


1 


sports a diamond; not like the young ladi 
with a sparkler on their third finger, but in 
which tells all that he 
has written shorthand at the rate of 200 words 


matter tor five 


the center of a medal, 


a minute on Congressional 
! 


minutes and transcribed it all with a high de 


ovret t accuracy 


HOW 1 GOT MY JOB 


Experiences related by one of our 
readers for the encouragement 


of fellow applicants 


A Repeat Order 


apes I was graduated from high school 
in the midst of the depression, I filed 
my application with employment bureaus, de 


partment stores, large oft s, and tactories in 
my city. Two weeks later I made another call 
it a manufacturing plant, and was accepted 


to start in as messenger girl. My work con- 
sisted of making the rounds of the plant four 
messages and 


times a day delivering mail or 


picking up and assorting the mail. In between 
rounds I mimeograph machin 
did filing, and time-stamped mail 

I did this work, but re 
ceived no advancement. Meanwhile, my short 
hand and typing speed was slipping away from 
me. Feeling that I had fallen in a rut, I de- 
work, use some of the 


operated the 


For two years 


cided to give up my 
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money I had saved from my small salary, and 
go to business college 


I spent three months there, at the end of 
which time I received from the main employ 
ment bureau three offers to work as a stenog 
these calls came from the 
manufacturing plant where I had previously 
worked. I accepted the position immediately, 
ind know that the chief appreciates how much 
I know about the mail and various departments 
n the plant.—Y. P, 


STENOGRAPHY 


— The Stepping-Stone 
By BIXBY HEATH 


1 


rapher. One of 


WANT to learn the advertising busi 


said the attractive young girl 


Vice 


nuch too busy ere to teach anyone 


Can you do stenography and 


\ I can do, th st se you to take 
up sucl 1 course and come back to see me 
when vy have finished We often have open 
ings in our stenographic department where you 
get a general idea of what it’s all about. Then 
work yourself up to be secretary to one of our 


opywriters, and some day you may have the 


opportunity of taking over that particular 
position.” 

Discouraging words t e of high ambi- 
tions, but this advertising man knew from ex- 
peri e that a know g I stenogr up! y and 
typing insures getting into your desired field 
quicker than trying to go in “cold.” Business 


travels at such a fast pace these days that it 


in't stop to take tim«e t to instruct ambitious 
heen ners 

One of New York’s leading fashion wome1 
executives, when a young girl, wanted to write 
fashions vet tried every fashior igazine with 


No experience’ was the excuse 
f action. She 


out success 
Then she changed her course 
secured a position as a stenographer and 
veing secretary to the director of 
time to time 


worked up t 
a small fashion magazine. Fron 
in her own style. columns of fash 
ion news that came into the office, and sub 
mitted them to her director In a year and 


she wrote, 


zed writer on the 
when attending the Paris 
down in pot hooks the 


a half she was a recogniz 
staff. Even today, 
openings, she 
latest fashion notes 

Nine out of ten executives will 


puts 


tell you that 
stenography helps open many a shut door to 


success 
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IT’S WHERE THERE’S A WILL— 


That a mere natural “flair” for shorthand is not the sine qua non 
in the making of a successful reporter is the conclusion drawn here 





By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


[ a ss 5 r many m ea < x ‘ 
years as t what primarily makes a a te " : 
s t i i ret c wine eT t Ss § i t I t ‘ 
hand skill, vocabulary, education, intelligence, aven't vet seer n , en hea f 
r what—and taking part in the discuss , , Meads - " 
n elt. I have al t ached =the ( S101 
r , 
at ff e f important as they a are Pui si t 
_. porting ability, is the rea . i " 1 taste 
cine ua no? | sa Ke playing a gan i " ; 1 
wo s ft seek t any ¢ part tnat ely i ! y 
make i mp . le i t say " 2 * % 
that 1s et t I atte 4 t re rf { ‘ 
in be en i mplex art like et t é ta 
5 | ting that tseit is the a is t ‘ i 
1 vey . r Vet 2 f ently { sible \ 
k vhat w nig ill the motiva " 
» wie I sa I 
that I k vy W it esse i nakes a reports 
i rej | actly pla g al garne ave 
| il I 5 Ya ) r i Dase nm care } 
tu . ooniog g 
{ : 
I) ; tna SK i ‘ ant | } 
i c " | ) é \N nat ' i 
la lia It ence ( 4 g . : ’ 
i IT . se It is t ea 
_ mpl YY @ I | i ep I | ex P +? 
> I k \ y re te “ s t ts ‘ ‘ 
» m may eg ea t al t tha g ‘ 
‘ t us t x t iwye " i 
, 
if \ \\ mpia } 
. ti t eve t 1s 
y sible i i rte t acquire ‘ t ‘ a4 
e wie ea ski that a ring ’ gree 
" e WwW possessing a ecomes more 4 
ng . 1 ent siasn the enh : | 
I 
t Ma | l c cas } } bh | rn | , ' ' 
I is ive ire our 
it ning eat eng rs g it ’ ‘ 
t : @ nd re pM } ett « 
Na \ acg ed that wa | t 
Many ymy-eyed youngsters have beer MO” dae 7 
ent t \ l to ege al trans 
me rs. lawvers e\ so im @ ae ' : 
mst f i t I ever r \ ta } 7 ; 
person who was made t i thand 
write A it his full pers il knowledge 
rr 
( ent Knowledge a gence are I HE f " ask a i 
xtreme subjective matters They ca ¢ pective tha eporters st 5 
: ire y ma minds with extreme little Vo you " \ t e Ww 
effort thers w acquire a working residue vere : , know 
: th, s from a huge mass of instru who were te the eplies, I w 
t wit t any effort at all. But if any pass by immediate I w t ther t 
t ever©r ‘ ed to write «} wrt fas ‘ ; the 
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i i i 
' 
“ me t’r ' 
‘ j trial wv ‘ 
: i i 
thar re] , 
t requisite. To t 
, it ; ey we | ; ; 
atte t 
' ' 
to lil » ft ‘ I 
! 1 , | , 
It is it the student. u 
lik y r ‘ ib 
ho the , the tea 
‘ ‘ y ' ‘ 
: x : 
' 6 
: > 
t ! me il s 
4 T) 
' 
athe t . A 
, tat 
’ ‘ ty iT itt 
\ ea ifr 
t alw 
trv le t Ww lov t 
, 
lj thar Ay 
i WV ma TY 
i { ter a I 
ma ick ¢ cat 
! on ‘ . 
‘ ‘ a) ‘ 
' , ; 
r | 
( ? | ‘ ‘ 
I | . not } 
aul 
: y ; ¢ ¢ 
> f il ? 
’ r 
T¢ t { het Ve i 
tor 7 nm 
.) N ri rea M 
} | 
ip “ as Wt an 
] ans ! trv hillt if 
pers t hy inv eff 
' 
: ) re Tr) 
pres us ove ind 
thus acquire intormat 
sar} ‘ , ! ‘Tf ‘ 
Wie eT Ww ¢ esire 
na TTI i nial t a 
, , ] 1! et 
tvp i SK r 
! , 
itference het wee ki 
j : P 
eaqcuy ipparel 
The most mediocre s 
\ 1 i! rma ima 
, 
r mentally il ppe 
T il vrite ep 
i r most hr ] int 
( p < ss Thre pt r ‘ 
| é tl 
fail he ius¢ eT 
pr hablv brilliant part 
' ‘ } ' ; ' 
oO ecaust ) any ex 
, 
marks him, but becaus« 
j ’ ] 
yrasps readily an eas 
lig ‘rT nlod for what 
w ; a 








t | may 
United States « 
it they Ww ever 

| lac L the very 
“ » rep ed Yes, 

| w 1 give some 

It ‘ easy 

11 
ream. it I will 
, 
make itn sell 

ally 9 Vs oft 

t w | ) S Tore eT 

tners isking ques 

t ent s ld be 

‘ fore hoy g 

secret tha wi 

y exp ne yi . 

ying at tl subject 
is plugging away 

wl watch vhat 
T ts t ) the itr 
’ 
’ WTI ‘ al | TY ikt¢ 
n writing—tnat 1s 
» ll me that 
( u serve 
r to he 
' 
\ s p He 
< ma hy nD ’ 
it 1 re rter < 
( \ ca 
‘ nred posing 
’ ’ 
I 
, mis 1. 
se W a ure any 
, : “~~ 
| ¢ ¢ . ‘ 
, ‘ . s,s a Va 
i KTIOW l t 
tr I ‘ ) a 
| , ] 
I | KI wiedage 

} ‘ ‘ 

‘ advertising 
ind in the new 
m our part, cer 

the ving for ibly 
ver aval! We Cal 
eve reluctantly, 
not. But try to 
igler or a rapid 
ind writer. and the 
a 3 . 

il K wiedge is 

, ‘ ‘ 

lent who 1s othe 

ng, not physi ally 

" } 7) ‘ 

may ecome a is 
ter just as 

c t m the ( 
il—the will to d 

" os 
lliant student wi 
b illiance re s 
r) = ti nth 
iriy in is youtn, 
ssive industry that 
a quick mind that 
He rarely has to 
gets—it comes so 
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iturali i ea tha e« 
; } . "TY 
\ c Some @ ilk . i 
; | ; ; 
a l i c S4 ers } 
must get that mn the can a e\ ’ 
hody els It not to hy , ‘ 
i as it we a k ra ¢ 
} 
intellect ‘ ly t ' Pace 
ill I¢ y y } £ 





p £ im " < 
ever be re sed ft r what t 
g t t if | in sometin ‘ : 
t ‘ } } ‘ 
c somew i SIOW ] st 
the bright ne as at ' nect 
r 1 ‘ , } ‘ 
i Lt \ i 5 ) 
| " rf t sf \ nm ¢x 
Ihe I get ve < ‘ : + 
the pl ] g stu lent a 
t it kr \ lve 1 la < } ‘ 
uck mit it sl , 
? ‘ 
My « , ; 
Z irt 1s st is i i la a 
t is to the more |! | 
p . ss the p me ‘ ' " 
irt and the will to mast 
iss Pollmann’s Notes 
Key to Miss Pollmann’s Notes 
Shorthand appears on page 31 
oO MNATION PROCEI ' HID N 
RIvER PARKWA I 
i é vUrness s toh 
. . . 
f » o f ’ r ’ - 
( : 4 y 
Q And , , 
" A. Y 
MR. LEDDY That's al 
CROSS EXAMINATION BY MR. BERMANT 
Q. Mr. Byram, was tl , Da 
‘ ' irif 4 I I the 
, 5 . at tha } whict 
nay ea had mer ; ba 
y , furthe ‘ ‘ ue whes 
here extreme h h t 
Qa w | furthe fo ? 
oe » i a* a f yea 
Qo WwW at t Ss \ s A I it 
4 ; » fourth earer k 4 
Q. Now at how nany | 4 ements 
slong betwee Lat St 1A \ A We 
made them a e way f \“ Tremor 
Q. Y i ir How k were marked 
nid from wt the e was 4 wi ‘ 
slong and k I where tt break ' 

We locate each of th break i , We dor 
f w eact t ne-foot b ' e but where there 
1 ! t r K r he Zz t we “ e 
Q Now yf ‘ 

rder to determine where Free iA “ sels 
o the water ne? A > | WwW art f a ‘ y mor 
ments We arry the line dowr t . fro > “ 
be handier to work 
Q. Mr. Byram, will you look at wu D ‘ Ma howing 
the high water line ed betweer Latting &St an 
m Avenue and w whether er not the 
at Damage Parcel 545 that the r ake as it goes 
southeast looking from Damage Parcel 544—the line is ar 


proximately 60 or 70 feet west 
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Notes from Famous Cases 


{ page taken by ANNA POLLMANN in a Hutchinson River Parkway Condemnation Suit 
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0.G.A. Club Prizes—Bronze Pin Awards 


(Continued from page 26 





Marjory Morrisor High David Dawsor Saint Johr Deloris Lyons High Scho Ruth Bradfor Hea Hig? 
School Trentor Michigan High Scho North Can Norfolk, Net ka Schoo Paducah, Kentucky 
Ruth Prestor Ensley Higt ridge, Massact Oleen Major High Sebo Mary Sidney Eastern High 
School Birmingham Ala Beatr John sor Recfor 4 j Tens € School, Washingtor dD. « 
bama High Scho Detroit Hilda Semon, High Schoo Velva Me High Scho 
Winona Chamberlatr Higt Michiga Garfield, New Jersey Sa Cruz. California 
School, Rushville, Indiana Carrie Chmielewska, Saint Barbara Backus ar Pear Anna Long Blanche Ma 
Mildred Deckard, Hig Mary’s Business Schoo Lee, Woodbury College, Ls Donald. and Madeline 
School, Marshfield. Mis Buffal New York Angeles, California Turek Wart Harding 
souri Hi Se B igeport 
Ila | Mitchell, High Schoo ; 
Conne t 
cH nville, Wisconsir . ‘ ry” 
Dorot! s Sacred Heart 
Rut Jury Lansing Secre Junior ( ). ¢,. A. | est Hich & - Laurium 
irial Sehoc Lar a Mict 
Michiga - 
_ _ — Hho 
Agnes Deiter and Amy N The Head and the Tail ' Eeiés. Reger Ladione 
Dr r. Community I h &S Fairfield 
High School, Nortor ; 
; Cha Ba i wy Junior 
Kansas - ne : ; Ny 
Florence I iburs Hig? a C 2 - ka am [a { z w Lond ew 
School, Idaho Falls, Idat J ZT * i, Ham ; 
May Johanneser High Scho = A K Ser Hi 
<3 ™ 
East Haven, Conneecticu . G el, New Brits 
Josephine Parente South >} 7 ° . 5 < —O ; - 
4 
aeetiees Memntente y o ‘ c 7 M Voelker, Academy O 
s Framingham, Massa a ‘ Lady Ar Sair 
' etts O Que Canada 
Justine Marn, East Hig! c > | ole " M 1 Potte St. Mary's 
8 q Cleveland, Oh . . A A lowa 
Betty Miller, Ad Educa ‘ Storms, High Scho 
ties Evening Seb De o I Klis New Jersey 
, . . — I Be High & Sug 
I!linois = ms 6. 2 eS ¢ - 
Bla E. Snyder, Higt New Jerse 
School, B n Spring ) Ha and Luella 
) ZA 
Michigan ) ) , & . 7 a Ar Aca 
j H Ashley, Capita nm e * wt ~ ~ oC X s F Massa 
( y Comn a4 ‘ 
Charlie West Vi : k c? Hox Higt 
2 7 
Doris Vigneault, Holy Family P - a, School, H Hawa 
School, Worceste Massa vt) —_ Y« ~ 2 ii B ‘ r m Us 
husetts He Massa 
Esther Bergman, High Schoo P a husetts 
Ortenvi Minnesota , > / ° 2 Irene Pearce North High 
r } y, ; 
Helen Glattes, We Higt a r r— 7 ees School, Denver, Colorade 


Elizabeth Boyce St Mary's 


School Akror o a ) 
Mary Fennesy, 8 Agree vA Sch Raleig North 
g canoe 


> 
= 








' ) Flana “ . - ora 
a I ( —Lc ~~ Ta 
| van 2 i Tecoma 
Elsie Ma “ ~ f o< — - 
Commer cs . . iH Byr ! f i 
j nette M ! g J Schoo Wenatche« Wash 
_ Por } xv a . 
, ; é or ~ . ow n 
Hampshire ut , Andrew University 
Ree Stus Mish Sect A s h Caro eS *< 
Ri and WwW / eo bm ¢ . 
{ i —O a 
I on Fra o H ‘ 4 - ? J “ > “ 2 —) ! Steffer E w“ 
s lowe ts 
” Ss : (race ( bor Lis 
Anna M Gingras, Hit s - a ~s 
Schoo Flushing M ga 2 ~ 
Betty Lee Elliott Senior - ea __. humm « 2 ’ I et, High Schau 
High School Er Okla am 
, ‘ New Jerse 
— j é t r Ree se High Scho 
La Vera Payne High Schoo ‘nin me Pie me 
Topeka, Kansas ce ta a~j/’ — yr ~ , ~ena Dres ins ; 
Polly Culver, Scott Higt : 
School. Toledo. Ohio m 9 I : [ a 
. Pennsy)var 
Lillian Hale, High Schoo 0 / DAD UW y 
“i ‘ e 8 " ” 
Portiand, Maine a / ys 4 . “ = nd H 
Mary Mat id. Saint Benedict ‘ I y 
Academy t Pennsy < - . 
nis — ( Rose Sar Fa Monaco 
Yolande Lalibert Rostor < ms > | - ~ “75 >» LA H ant 
University, Bost Massa High Sel Garfield, New 
Mildred Hay, High School Ik : I Ma and 
Attica, Kansas Olive Buzz High Set Barbara Bangham, The Eleanor A ntar Bulk 
Frances Jacobs, High School Ca Mai Temple School, Washington y H Set Hartford 
Hammond, Indiana Bertha Robinson, High School an ( ‘ it 
Marie Brieske, Saint Al Hatboro, Pennsylvania Marcelle Decarie, St. Angela's Veva Partch. Heald ¢ ege 
phonsus School, Chicage H n Wright University Convent, Montreal, Quebec San Jose. Calif ‘ 
Illinois reparatory School & Junior Canada Marjor I te, St. Mary's 
Eleanor Engdahl, Senior High College, Tonkawa, Oklahoma Margaret Gillis, Bangor School, Salem, Massachusett 
School, Pendleton. Oregor Ruby Beachy, Central Hig! Maine School of Commerce t ‘ M High School 
Doris Petty, Township Higt School, Sioux City. lowa Bangor, Maine Haw r New Jersey 
School, Lawrenceville Betty Beyer, Barnes School of Sadie Stoves. High School I e Kepley. Ohio State 
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Leadership in a Changing Business World 
An ADDRESS by J. STANLEY BROWN 


Personnel Director, Chemical Bank and Trust Company 


New York, N. Y. 
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Aetual Business Letters 


Retail Store Correspondence 
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